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Orders Tab Overview

The Orders chart section allows you to review information about orders
(including any available results) for a selected patient and to perform order
maintenance functions. You can view order information in different formats—
according to the department responsible for completing the order, who
requested the order, or according to the date and time the order was requested.
Using the options in the View Control Panel (Filters), you can specify which
orders you want to view. The function buttons at the bottom of the chart section
allow you to perform order maintenance functions.

Chart Sections

To display the Orders chart section:
1. Click the Orders tab, or, from the GoTo menu, choose Chart Section, then
Orders. The Orders chart section is comprised of the following:

a. The Display portion of the window, in the rightmost section of the
screen, is where the orders appear based on the display format criteria
you select in the View Control Panel (Filters). If more dates or
orders are available than can be displayed at one time, scroll bars
allow you to scroll the dates or orders into view.

b. The View Control Panel (Filters), to the left of the Display
window, is where you select your criteria for displaying orders.

W Jones, Wilbert - Sunrise Clinical Manager =18 x|
Fie Registration Edit View GoTo Actions Preferences Tools Help

e

e

dirlorrm s XX M@Eﬁﬁaﬁﬁﬁz‘i’bﬁéi

\Jones, Wilbert * 38-63-17-7 /040112117202 53 Male
CRC-7SW-N-73636-A Unreviewed Allergies Ross, Douglass. Prot: 01-H-0223 DOB:1952Augd

P-tint1-tg " Summary  Documents ~ Flowshests ~ Cnical Summary

Chart

- 8] Not all rders are being shown. Orders: Al Status: Active/In Process 13 orders
This Chart -
meaicauons Staws viscrotop
[ Date Range- Pseudoephediine - 30 mg tablet 10/18/2005 Active
Since one tablet (30 ma) by mouth four times daily
01/05/2004 == Insulin Human Regular I - 100 Urnits/mL 2 uni(s) by intravenous push 10/18/2005 Active
016H; Start on 10/18/2005
Stait of This Chart = S\Ubulerol Oral Inhalation MDI - 30 meg per inhalation 10/18/2005 Active
me
L I E— ane pulf by metered dase inhaler every 2 hours
L == ‘Alum Hydroz/Mag Hydrox/Smethicone - 200 mg/200 mg/20 mg tablet, 10/18/2005 Active
[Status——————————— chewable
[ctveinProcess =] ane tablet] by mouth every hour
Diazepam Inj - & mg/mL 5 mg by iniaMUSCulat injection On Call Start on 10/18/2005 Active <TED> .
Order Selection 10/18/2005 Display
r— 1| stop after 1 Times <—
cel hen - 325 mg tablet 10/16/2005 Active
V| ew ContrOI Show New Orders one )by mouth every 4 hows. PRN as needed for
Panel ( Filte rs) I Display Fomat =R - 1071672005 Botive
ane tablet (400 mg] by mouth every 4 hours, PRN as needed for pain
By Department/Status Naproxen - 250 mg tablet 10/18/2005 Active —
Flequested By 250 mg (one tablet] by mouth 15 minutels) after Meals
IReq“eS‘ed By detals Digosin - 0.125 mg tablt, one tablet (0.125 mg) by mouth once daiy 1071772005 Botive
IV Fluids Date Status Disc/Stop
I Show Link Details Lactated Ringers Inj - 1000 L by intravenous infusion; infuse at 50 10/18/2005 Active
mL/hour <Continuous>
0.9% Sodium Chioride Inj - 1000 mL 10/18/2005 Active
Potassium Chloride Inj 40 mEq by intiavenous infusion; infuse at 100 5] i
- Function
I Un/Suspend... | Reorder... | Sign. | Approve/Veiy | Add Specimen Release... | DC/Cancel. | I ‘ buttons
Ready [ [Staff, Twa (RN) [Training1_Environment - Master Act

Screen 7.1: Orders Tab
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The Function buttons, along the bottom of the chart section, allow you to
perform maintenance functions for multiple orders.

Un/Suspend - Opens the (Un)Suspend Orders dialog box, allowing
you to suspend or unsuspend one or more orders for the selected patient.
Reorder - Opens the Copy/Reorder dialog box, allowing you to reorder
multiple orders. You can also copy the orders from another chart (visit)
into the current chart (visit) for reordering.

Sign - Opens the To Sign dialog box, where you can sign any orders that
need your electronic signature. This button is disabled if no orders require
signing, or if you do not have the security rights to sign orders.

Release - Opens the Release Orders dialog box, where you can release
hold orders. You can release a single order or a batch of orders at one
time.

DC/Cancel - Opens the Discontinue/Cancel Orders dialog box, where
you can discontinue or cancel one or more orders. You can also access
the Discontinue/Reorder Orders dialog box from this dialog box.

Icons on the Orders Tab
The following icons depict the type of orders displayed.

ICON | Description

? Conditional Order.

b View has been filtered.

G Standard order set. This icon is only available in the
Requested by or Requested by Details views.

@ Hold order.

X Clinical path in the Requested by or Requested by
Details views.

iy Order set with a multi-order form. Icon is only available in
the Requested by or Requested By Details views.

& Linked order set. Icon is only available in the Requested by

or Requested by Details views.

&1h Linked order set with a multi-order form. Icon is only

available in the Requested by or Requested by Details
view.

Suspend order.

1 Discharge order.
]
CH

Master repeat order. A status of “Active Master Order” is
used to identify a Master repeat order. The status is
updated to “Repeat Generation Finished” when all repeat
occurrences have been generated. The status is updated to
“Completed Master Order” when the last occurrence has
been completed.
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ICON | Description

| Repeat occurrence.

= STAT order.

pik PRN order.

£ Order has been modified and has a history.

o Order is a member of a linked orders set. This icon is only
seen in the By Department and By Department/Status
views. A tool tip will appear if you hover over the icon with
the mouse cursor.

Filters

You can specify which orders you want to see by screening or filtering which
orders are to be displayed. A filteris a collection of one or more result
categories or items. For an order to be displayed, it must fall into the specified
category or match the specified order item. A filter enables you to focus on
selected orders by "filtering out" orders that don't meet the filter criteria. For
example, you can create a filter to display only active or completed orders.

The Filter icon EI displays at the top left corner of the Display window to
indicate that the orders are filtered.

Personal Filters

You can set up a user-defined filter which enables you to establish a filter based
on criteria you select.
* From the Orders tab, select Preferences, Order Review. You can add
new filters or modify existing user-defined filters.

Orders Tab View Control Panel (Filters) Definitions

« Chart: There are two drop-down menu options, All Available and This
Chart. At NIH there are two distinctions to understand how these filter
settings screen order information.

1. Patients whose first admission as an inpatient or outpatient was
prior to August 21, 2004:

a. All Available includes visit order information dating back to
2004.

b. This Chart screens order information from August 21, 2004
to the present, regardless of how many times the patient’s
visit status was changed from one visit type to the other
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(inpatient and outpatient). CRIS sees all visits since August
21, 2004 as being part of ‘This Chart'.

2. Patients whose first admission as an inpatient or outpatient was
on or after August 21, 2004:

a. Both filter settings, All Available and This Chart, include
all information from August 21, 2004 or the first admission
date to the present, regardless on how many times the
patient’s visit status was changed from one visit type to the
other (inpatient and outpatient). These two settings yield
the same results.

« Since: Used to specify a date range for viewing. When you know exact
dates, enter the start date in the Since field. If there is an end date, enter
the date in the To field. You can also use pre-defined timeframes from the
drop-down list such as one week ago or one month ago. You should not use
both options at the same time. Note: If a time frame is used it will change
the Since date.

« Status: This option lets you view ALL information by order status. Other
categories available are:
. Active / Ftr Outpt/Pre-Admt

. Active/In Process
. All

. Completed

. Discontinued

. Future Outpt / PreAdmit
. Suspended Orders

. Take Home Meds-Active
. Take Home Meds-All

« Order Selection: This option lets you view ALL information by department
or category. Other categories are also available:

<Temporary Selection>

Cardiology

Clinical Paths

Consults

Imaging/Radiology

Isolation Orders

Laboratory

Neurology
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Non-Clinical Paths
Nursing

Nutrition

Order Sets

Pharmacy

Rehab Medicine
Respiratory Therapy
Social Work
Transfusion Medicine

- Display Format: This option gives you multiple ways to view information.
The display options are: By Department, By Department/Status,
Requested By, and Requested By details.

Apply filters
To view orders for:
* The current chart only (see definition of This Chart on the previous
page).
1. In the Chart drop-down list on the View Control Panel, select This
Chart.
* All available charts (see definition of All Available on the previous page).
1. In the Chart drop-down list on the View Control Panel, select All
Available.

To select the date range for viewing orders:
1. In the Date Range group box in the View Control Panel, do one of the
following to provide a Since date:
a. In the Since field, enter a specific date.
b. Use the increase/decrease arrows to change the date one day, month,
or year at a time.
c. Click the calendar arrow and select a date. Select the day after you
have selected the month and year.
d. Select a pre-defined option from the drop-down list, such as Start of
This Chart.
2. Do one of the following to provide a To date:
a. In the To field, enter a specific date.
b. Click the increase/decrease arrows to change the date one day,
month, or year at a time.
c. Click the calendar arrow and select a date.

To view orders of a particular status:
» In the Status drop-down list on the View Control Panel, select the desired
filter. For example, Active/In Process or All.
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To view particular types of orders:

Selecting the Display Format for Viewing Orders
You can view a patient’s orders according to the department that performs the

order, further organized by scheduled date and time within the department (By
Department and By Department/Status views), or according to the entered
date and time (Requested By and Request By Details views).
In all views, you can double-click on an order to display its associated order
form.

Summary Documents  Flowsheets ~ Clinical Summary

In the Order Selection drop-down list on the View Control Panel, select
the desired filter. For example All, Nursing, or Pharmacy.

By Department Format - The By Department view displays all orders

according to the department that receives the order, and reports any results.
For example, orders for medications are listed under Medications, Glucose
orders are listed under Chemistry.

(GERY Results  Patient Info

Chart
Th?; Tt = Not all orders are being shown.

Date Range

Since

02/01/2004 3: v
Start of This Chart ~
To /i E: v
Status

IVAII 52

Order Selection

Pharmacy v
Show New Orders...
weTay Format
Requested By

Requested By details

I Show Link Details

Orders: Pharmacy  Status: All 7 orders
Medications Date Status Disc/Stop
pi Acetaminophen - 80 ma tablet, chewable 0471372005 Active
80 mg (one tablet) by mouth Chewed every 4 to 6 hours, PRN as needed
for pain
pin Acetaminophen - 80 mg tablet, chewable 04/13/2005 Active
80 mg (one tablet) by mouth Chewed every 4 to 6 hours, PRN as needed
for pain
pan Ibuprofen - 400 mg tablet 04/12/2005 Active
400 mg [one tablet) by mouth every 4 hours, PRN as needed for pain Qty:
100 tablet(s)
C[ Take Home Medications
5% Dextiose + 0.45% Sodium Chloride Inj - 1000 mL 04/12/2005 Active
Potassium Chloride Inj 20 mEq by intravenous infusion; infuse at 125 mL/hour
<Continuous>
Digoxin - 0.125 mg tablet 04/12/2005 Active
0.125 mg (one tablet] by mouth once daily
Morphine Sulfate Inj - 2 mg/mL 2 mg by intravenous push one time dose 04/12/2005 Active
IV Fluids Date Status Disc/Stop
5% Dextiose + 0.45% Sodium Chloride Inj - 1000 mL 04/12/2005 Active
Potassium Chloride Inj 20 mEq by intravenous infusion; infuse at 125 mL/hour
<Continuous>
Un/Suspend.. | Remder. || Gn. || Apoveneiy. | | AddGpeciven. || Release.. DC/Cancel...

Screen 7.2: By Department Filter
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* By Department/Status Format — The By Department/Status view
displays all orders according to the department or type of order. Within a
department, all orders are sorted first by Status group, then by
requested/performed Date. This view enables you to visually separate those
orders that are completed or discontinued from those that are active.

File Registration Lyt View GoTo Actions Preferences Tooks Help
AP OoXre s XX ABERBSUS @2 45k S

|Berry. Holly | 38-15-45-6/ 040320000594 59y  Female
CRC-1SE-13452-A Unreviewed Allergies  Ross, Douglass Prot 95-M-0096  DOB:1946.Jun21

Patient List JUILERY Results  Patient Info - Summary  Documents  Flowsheets  Clinical Summary

Chart .
" Not all orders are being shown. Orders: Pharmacy  Status: All 7 orders
is Chart ]
Medications Date Status Disc/Stop

Date Range ———— Morphine Sultate Inj - 2 ma/mL 2 mg by intiavenous push ane time dose 04/12/2005 Active
Digosin - 0.125 mg tablet 0471272005 Active

02/01/2004 3: -] 0.125 mg (one tablet) by mouth once daily
04/12/2005 Active

5% Dextrose + 0.45% Sodium Chloride Inj - 1000 mL

Start of This Chart = Potassium Chloride Inj 20 mEq by intravenous infusion; infuse at 125 mL/hour

Continuou:

To: [7_7, =I- sk Tbuprofen - 400 mg tablet 04/12/2005 Active
400 mg (one tablet] by mouth every 4 hours, PRN as needed for pain Qty:

Status 100 tablet(s)
Al - [ Take Home Medications
sl Acetaminophen - 80 mg tablet, chewable 04/13/2005 Active

Order Selection 80 mg (one tablet) by mouth Chewed every 4 to 6 hours, PRN as needed
Pharmacy - for pain
th Acetaminophen - 80 mg tablet, chewable 04/13/2005 Active
Show New Orders... 80 mg (one tablet] by mouth Chewed every 4 to 6 hours, PRN as nesded
for pain
Display Format IV Fluids Date Status Disc/Stop
v Denatmert 5% Destiose + 0.45% Sodium Chloride Inj- 1000 mL 04/12/2005 Active
Potassium Chloride Inj 20 mEq by intravenous infusion; infuse at 125 mL/hour
equested By Continuous
Requested By details
™ Show Link Details
Un/Suspend.. | | Reorder.. | Sign | [ bppovereity, | | AddSpeciven. | | Releasen || DC/Cancel.

Screen 7.3: By Department/Status Filter

* Requested By Format - The Requested By view displays all orders
grouped according to the requestor and sorted by the date and time they
were submitted to CRIS.

Patient List [lALNSSY Fesuls  PatientInfo~ Summary Documents ~ Flowshests  Clinical Summary

Chat B Mot ol orders are being shi Orders: Ph Status: Al 6 ord
all orders are being own. rders: \armacy tatus: orders
This Chart ] 9 Y
04713/200515:12  Requested By : Ross, Douglass (MD) =

[ DateRange———————— 0 * Quick Orders

— Inpatient - Adult
02/01/2004 == el Acetaminophen - 80 mg tablet, chewable 04/13/2008 Active

- = 80 mg (one tablet) by mouth Chewed every 4 to 6 hours. PRN as
Start of This Chart ioo=3 o
04/13/2005 15:03__ Requested By - Ross. Douglass (MD)

To |2 /2 == [ = Quick Orders

Status Inpatient - Adult
Al S s Acetaminophen - 80 mg tablet, chewable 0471372005 Adtive
80 mg [one tablet) by mouth Chewed every 4 to 6 hours, PRN as

needed for pain

r~ Order Selection

Pharmacy -
Show New Orders...

Display Format

[
il By

Requested By detai

04/12/2005 13:46  Requested By - Ross, Douglass (MD)
5% Destrose + 0.45% Sodium Chloride Inj - 1000 mL 04/12/2005 Active
Potassium Chloride Inj 20 mEq by intravenous infusion; infuse at 125
ml/hour <Continuous>
04/12/2005 13:43  Regquested By : Ross, Douglass (MD)
Digoxin - 0.125 mg tablet 04/12/2005 Active
0.125 mg [one tablet) by mouth once daily
0471272005 13:13  Requested By : Ross, Douglass (MD)
i Morphine * Sulfate Inj Quick Orders

[«

I Show Link Detail

Un/Suspend.. | | Reoder. | Sign | | hppovenveity. | | AddSpecinen. || Release. || DC/Cancel. |

Screen 7.4: Requested By Filter

* Requested By details Format - In addition to the details displayed in the
Requested By view, the Requested By details view displays orders
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grouped by the date and time that order maintenance functions were
performed in CRIS. This includes Discontinue, Cancel, Modify, Suspend,
and Unsuspend. This means that, orders may be displayed many times in

the Requested By Details view.

[N it Patient Info  Summary | Documents © Flowsheets | Clinical Summary

400 mg (ene tablet) by movth every 4 hours, PAN
as needed for pain Oty: 100 tabletfs)
& Take Home Medications
0471372005 15:09 _ Requested By :_Ross, Douglass (MD)
5 Acetaminophen = Quick Orders

Show New Orders...

l—_l?:snchan - Not al orders are being shown. Orders: Phamacy  Status: All 7 orders
DateRangs——————— [ Morphine - Sulfate Inj Quick Orders
cl — Inpatient
02/011/72004 | 4] Morphine Sulfate Inj -2 mg/mL 2 mg by inravenous 0471272005
Startof This Chart ~ push one time dose
04/12/200513:43 _ Requested By :_Ross, Douglass (MD)
P A ——T Digosin - 0,125 mg tablet ] 04/12/2005 Active
| 5 0,125 g (one tablet] by mouth once daily
Status 04/12/200513:46 _ Requested By :_Ross, Douglass (MD)

I— 5% Dextrose + 0.45% Sodium Chiaride I - 1000 mL. 04/12/2008 Active
Potassium Chioride Inj 20 mEq by intiavenous infusion:
B infuse at 125 mL/hour <Continuous>
04/12/200513:57 _ Requested By : Ross, Douglass (MD)
Pharmacy = | siy Ibuprofen - 400 mg tablet 04/12/2005 Active

Inpatient - Adult

80 mg [one tablet] by mouth Chewed every 4 to &

hours, PRN as needed for pain

04/13/200515:12__ Requested By : Ross, Douglass (MD)

! Acetaminophen * Quick Orders

ol Acetaminophen - 80 mg tablet, chewable 0471372008 Active

l Inpatient - Adult
<

1af

Un/Suspend.. | | Reoder. || S || hppovervein. || AddSpecien. || Release. DC/Cancel.. |

Remove Filter

Screen 7.5: Requested By Details Filter

Once a filter is applied, you can remove it or change to another filter. To
remove a filter, change the Status selection back to All.

New Orders

To view new orders from the Orders tab:

1. Click the Show New Orders button in the order selection box. The New

Orders dialog box will display.

Il New Orders - Berry, Holly x|

14
4

0471172005 13:03 Requested By : Green, Mark (MD) !

Blood Gases, 04/21/2005 08:00 Final Results
Arterial

0471172005 13:03 Requested By : Green, Mark (MD)

Blood Gases, 04/22/2005 08:00 Final Results
Arterial

0471172005 13:03 Requested By : Green, Mark (MD)

Blood Gases, 04/23/2005 08:00 Final Results
Arterial

0471172005 13:03 Requested By : Green, Mark (MD])

Blood Gases, 04/24/2005 08:00 Final Results
Arterial

0471172005 13:03 Requested By : Green, Mark (MD)

Blood Gases, 04/25/2005 08:00 Final Results
Arterial
00 -] Beauested Bu - Green Mark (MD

Clear Flag I Don't Clear Flagl fodify... | "-,fiev-.lDetailsl [tem nfo I Help |

Screen 7.6: New Orders dialog box

2. To clear the flag, click Clear Flag on the New Orders dialog box.
Otherwise, click Don’t Clear Flag.

National Institutes of Health
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Symbols

Various symbols display on the Orders tab.

Patient List UGN Results  Patient Info Summary  Documents  Flowsheets  Clinical Summary

Chart
’7 This Chart %

Orders: Al Status: All

51 orders

5 Di * Quick Orders

=

Since

"Date Range

’7 12/16/2003 3: vI

Master Repeat Order

Inpatient
Diazepam - 2 gaq tabl
one tablet )y mouth after meals and at

0 Future Outpt/Pre-Admit
Requested By : R0SS. DOUGLAS (MD)

Glucose, Serum Level - Repeat From: 10/21/2005
11:41 To: 10/22/2005 08:00, Every 1 day(s)

1072172005 11:41

1042172005

Entered By : Staff, Twenty-six (RN)
Active Master Order

Future Outpt/Pre-Admit Hold Order

Glucose, Serum Level

10/21/2005 Routine  Pending Collection

Order Set Header

L’,‘;’i‘ Blood Component Prep and Infusion

Repeat Ord er = 10721 IlJl] 11:42 Requested By : ROSS, DOUGLAS (MD) Entered By : Staff, Twenty-six (RN)
3" Naproxen * Quick Orders
Take Home
IA[I j Naproxen - 250 mg tablet . .
FTe—— | 250 mg [one tablet] by mouth every 12 hars tablet(s) Ta ke H ome M ed ICatI on

[ Take Home Medications

10/2172005 11:44  Requested By : R0SS. DOUGLAS (MD)

CINGIGU Dy . Jtan,

L YrGIILy-SIA L1y

Fequested By details

Type andgaicenllider
@ Type and Antibody Screen

Suspended Order

Blood Components Orders

Red Blood Cells - Prep. Inst: This product is provided in 10/21/2005 Routine  Active

I~ Show Link Detail a leukoreduced and inadiated form only. If you wish the
product to be washed, check the box provided
immediately below., Units Requested: 02 Units
ion Order =
Un/Suspend... | Reorder... | Sign. I Approve/yerity, l Add Specimen Release... DC/Cancel... l
Screen 7.7: Orders Tab Symbols
View Order Details

To display details of an entered order, select one of the following alternatives

using the Orders tab chart section:

* Select the order you want to view details for and from the shortcut / right-

click menu, select View Details.
*  From the View menu, select Order Details.
* Double-click on the order.

The order form opens in view mode, where you can see all the information

associated with the order.

Reviewing Order Sets

You can view order sets in the Orders chart section in either the Requested by
or Requested by Details view. An order set is listed in the Display window by
its name, followed by the orders included in the set. You view details for an
order set order the same way you view them for an individual order that is not
part of an order set. If section headers are present on the order set, these will

also appear on the display.

National Institutes of Health
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Reviewing the Status History of Orders

The Order History Status from the shortcut menu displays a dialog box which
shows a history of all status changes for an order in chronological order.

Note: Future Outpt/Pre-Admit (‘*Hold") orders that have been released no
longer display the hold symbol. However, the original hold status can be seen in
the Orders Status History dialog box. The Orders Status History dialog box
shows a history of all status changes for an order in chronological order.

Order Status History x|
Current l%er Information

Date: 04/12/2005 Time: I Status: I Active

Order Name: Morphine Sulfate To Be Verified By: |
Inj
Summary:

2 mg/mL 2 mg by intravenous push one time dose :l
Requested by: |pocs Douglass

D | Function I Signed I ‘When | ‘Who Entered | ‘Who Requested | Source | New Status | Reason

HO1 New 4/12/200 Ross, Douglass Active Auto Activate.
51313 [MD]
102 Suspende 10/21/20 Staff, ROSS, DOUGLAS Telepho Active Patient having
d 0511:23  Twenty-six (MD) ne Procedure
[RN]) Performed
103 Unsuspen 10/21/20  Staff, ROSS, DOUGLAS Verbal  Active Patient back
ded 0513:47 Twenty-six (MD) from Pass
(RN)
Close | Help

Screen 7.8: Order Status History Dialog Box

To view an order’s status history

1. In the Orders chart section, select an order.

2. Select the order and from the View or shortcut menu, select History, then
Status. The Order Status History dialog box opens, listing the statuses for
the selected order in chronological order.

Personalizing Your Orders View

Creating a temporary Orders selection filter

The Temporary Orders Selection dialog box allows you to select orders to be
displayed in the view on a one-time or temporary basis. This filter is cleared and
not saved after you log off or select another filter.

To create a temporary selection filter:
1. From the Order Selection filter, select <Temporary Selection...>. The
Temporary Order Selection Filter window displays.
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TemporXXy Order Selection Filter x|
Filter Name: I Temporary Selection,
r— Order Selection ~ Selected

 Order Browse ¢ Order Item

Enter Order: l

Orders

*Protocols* ﬂ
Admissions, Transfer, Pass, Discharge

Anatomical Pathology

Anesthesia/Surgical Services

Cardiology

Clinical Order Sets

Clinical Photography/Videography
Consults

Critical Care Medicine

Dialysis

Epidemiology Service
A UarkalNiab e ©oimmlammanta LI

Add |
(I I Cancel | Help |

Screen 7.11: Temporary Order Selection Filter Window

2. Highlight the department or subcategory of orders to filter from the list in the
Orders section, or type the name of the specific test(s) of interest in the
Enter Order field.

3. Click the Add button to move the item to the Selected section.

4. Click OK. The filtered orders display.

Setting your preferences for viewing orders

The Personal Orders View Options dialog box allows you to set up
customized, personal preferences for the Orders chart section. By setting your
preferences, you can view the information important to you in the Orders chart
section. The three tabs in this dialog box allow you to:
* Create and maintain filters for the status of the orders you want to view
(Status tab).
* Create and maintain filters for the types of orders you want to view
(Order Selection tab).
» Specify the default order selection filter and display format for the chart
section (Display Format tab).
To set personal order view preferences, from the Preferences menu, select
Order Review.

Status tab

The Status tab of the Personal Order View Options dialog box allows you to
select which orders to display in the Orders chart section based upon status. It
also allows you to set the default Status filter to be used when you first open
the Orders chart section.

To add a new order Status filter to the Orders tab:
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W N

. With the Orders tab displayed, from the Preferences menu,

select Order Review. The Personal Order View Options dialog box
opens.

. Click the Status tab.
. Click Add New. The Add New Status Filter dialog box opens.
. Enter a name for your new Status filter in the Enter the name of your

new filter field. You can enter a name of up to 25 characters.

. Do one of the following:

a. Click Any to view orders of any status.

b. Click Orders Due to Expire to view orders that are due to expire in x
days. (The order must have a stop date for this option to work.)

d. Click Selected and select the desired statuses from the Select one of
more Statuses list. To select consecutive statuses, select the first
Status, hold down Shift, and select the last Status. You must select
consecutive statuses when selecting more than one status.

. If desired, click the options on the right side of the dialog box to specify how

you want to view Suspended, PRN, Discharge (take home meds), and
Conditional orders.

. Click OK. If you have entered a duplicate filter name, an error message

displays. The new Status filter name displays in the Status filter in the
Orders tab.

Orders Selection Tab

The Orders Selection tab of the Personal Orders View Options dialog box
displays the current Orders selection filters. In this dialog box, you can add,
change, or delete filters, and choose a default filter for when you display the
Orders chart section. If you do not choose a default filter, the filter All (which
cannot be deleted or modified) is the default. You can create a new filter and
make it the default, or you can make an existing filter the default.

To add an Orders Selection filter:

1.

2.
3.

From the Preferences menu, select Order Review. The Personal Orders
View Options dialog box opens.

Click the Orders Selection tab.

To create a new filter, click Add New. The Add New Orders Selection
Filter dialog box opens.
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Screen 7.10: Add New Orders Selection Filter Window

4. Type a name for your new Orders filter in the Filter Name field.
5. In the Order Selection group box, do one of the following:

a. Click Order Browse. The Browse shows a tree structure of Orders
groups and items. Select the group or item you want included in the
filter. To select sequential groups or items, hold down Shift and click
on each choice. To select non-sequential groups or items, hold down
Ctrl and click on each choice.

b. Click Order Item. Enter part or the entire name of the item you want
to include in the Enter Order field. When you enter part of the name
and pause, an alphabetical list of items that begin with the characters
you entered displays in the browse window.

6. Select a category or item and click Add to place the selected item(s) in the
Selected window. You can select multiple individual orders or order
categories. To delete any groups or items from the Selected window, select
the category or item and click Remove.

Click OK to return to the Order Selection tab.

If you want to make the new filter the default, click Set as Default.

Click Close to save the filter and return to the Orders chart section. The new
filter appears in the Orders Selection drop-down list in the View Control
Panel. If you selected the filter as the default, it will be used the next time
you log on and display the Orders chart section.

0 0 N

These filters are available for all patients, and will persist across all logon
sessions. You can edit and delete filters that have already been created.
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